N\ Pastinglon ARCHIVES & RECORDS MANAGEMENT DIVISION
i3 1129 East Washington Street
Secretary of State e

3 FaF Clympia, WA 98504-
SAM REED Tel (360) 586-4500
Fax (360) 664-8814
http://www.sos. wa.qov/archives

February 23, 2010

TO: Steve Ryser, State Records Committee Member
Traci Friedl, State Records Committee Member
Mike Steenhout, State Records Committee Member
Russell Wood, State Records Manager
Jerry Handfield, State Archivist

FROM: Michele Mallery, State Government Records Management Specialist
Records Management Office

RE: March 3, 2010 SRC Packets

Enclosed are the March 3, 2010 SRC packets. Below is the contact information for the
Records Officers who submitted schedules for review and approval by the committee.

s DOR: Sherree Christiansen Hempstead — (360)705-6630 or
sherreech@dor.wa.gov

DOH: Sid McAlpin — (360) 236-3911 or Sid. mcalpin@doh.wa.gov

MIL: Bernadette Ward - (253)-512-8108 or Bernadette ward@mil.wa.gov
DSHS: Millie Brombacher ~ (360)664-6048 or brombma@dshs.wa.gov
DOT: Cathy Downs — (360)705-7761 or downsc@wsdot.wa.gov

L&!: Lysa Homan Walker — (360)902-5777 or Wlys235@Ini.wa.qgov

UW: Barbara Benson — (206) 543-7950 or bbenson@u.washington.edu
WSU: Ralph Jenks — (509) 335-2004 or jenks@wsu.edu

Please remember to cc: me at michele.mallery@sos.wa.gov on e-mails you send to
the Records Officers so that | know to expect updated schedules.

if you have any questions please feel free to contact me at (360) 586-4801.

Lekeet /}zm/)

Michele Mallery
State Government Records Management Specialist
MEM
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STATE OF WASHINGTON

STATE RECORDS COMMITTEE

Office of the State Auditor » Office of Financial Management » Qffice of the Attorney General » State Archives
PO Box 40238 » Olympia, Washington 98504-0238 e {360) 586-4900

March 3, 2010 — 1:30 pm
Archives Conference Room, Olympia, WA

AGENDA

[I.

V.

ROUTINE ITEMS

A.  Callto Order

B. Infroduction of Guests

C. Approve February 3, 2010 Minutes
D. Adoption of Today's Agenda

WASHINGTON STATE ARCHIVES UPDATES
A. Announcements from the State Archivist
B. Update on Requests to Discontinue Records Series

OLD BUSINESS
A. Tabled items from previous meetings:
1. Department of Revenue
Office 330 — Special Programs/Unclaimed Property

2. Department of Health
Office 310 — Risk Management

NEW BUSINESS
A. State Government General Records Retention Schedules
1. GS 21010 — Construction Documentation, General Administration Capital
Projects
2. GS 21011 — Construction Documentation, Non- General Administration
Capital Projects
B. State Agency Unique Records Retention Schedules
1. Department of Health
310 — Risk Management

2. Department of Labor & Industries
Office 490 — Specialty Compliance Services — Employment Standards
Office 518 — Claims Administration-Return to Work Program-Therapy
Services, Unit Vocational Consultants

3. Military Department
Office 245 — Mil/Records Officer
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V.

Vi

Vil

4. Department of Social and Health Services
Office 209 - Ombudsman
Office 765 — Child Study & Treatment Center

5. Department of Transportation
Office 108 — Records & Information Services/Engineering Records
Office 255 — Real Estate Services

6. Washington State University
Office 2250 — Psychology Clinic
Office 2770 — Facilities Operations

7. University of Washington
Office 08/12 — Transportation Services: Property & Transport Services
Office 08/12/01 — Property & Transport Services: Fleet Services &
Maintenance
Office 08/12/04 — Property & Transport Services: Recycling and Solid
Waste

Office 08/13 — Transportation Services: Administration

Office 09/13/00 — Financial Accounting

Office 11/05/01 — Development & Alumni: Relations: Gift Processing
OTHER BUSINESS
NEXT MEETING - 1:30 pm April 7, 2010

ADJOURNMENT
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STATE OF WASHINGTON

STATE RECORDS COMMITTEE

Office of the State Auditor » Office of Financial danagement » Office of the Attorney General & State Archives
PO Box 40238 » Olympia, Washington 98304-0238 e (360) 586-4900

MEETING MINUTES
February 3, 2010 ~ 1:30 pm
Archives Conference Room, Olympia

Members Present: Steve Ryser (Office of the State Auditor); Traci Friedt (Office of the Attorney General);
Jerry Handfield (State Archivist);

Staff Present: Russell Wood (State Records Manager); Michele Mallery (Records Management); Deborah
Bahn (Digital Archives)

Records Officers/Guests: Andrea Watts (University of Washington); Lysa Homan Walker (Department of
Labor and Industries); Tammy Lee (Department of Labor and Industries); Anita Wieland (Office of Financial
Management); Chris Taylor (University of Washington); Bruce Clark (Depariment of Licensing); Kara Bell
(University of Washington); Barbara Benson (University of Washington)

ROUTINE BUSINESS
A. Call to Order: Steve Ryser called the meeting to order at 1:30 p.m.

B. Introduction of Records Officers/Guests: All Records Officers and guests were introduced.

C. Approve November 4, 2009 Minutes: Ryser called for a motion to approve the January 6, 2010
minutes as amended; moved by Ryser, seconded by Handfield.
Resolution: Motion carried.

D. Adoption of Teday’s Agenda: Ryser called for a motion to approve the agenda as submitted;
moved by Handfield, seconded by Ryser.
Resolution: Motion carried.

WASHINGTON STATE ARCHIVES UPDATES
A. Announcements from the State Archivist
1. The Washington State Archivist announced that DSHS advised that they need more time in

order to transfer the records to the Records Center. There will be a meeting with OFM next
week, to determine time tables, systems for effective transfer of 25,000 — 30,000 boxes. There
is concern regarding the order of the boxes which will need to be in place prior to the transfer to
the Records Center. The original transfer date was March 1, 2010

. The State Archivist announced the revenue for the local government account for December had

doubled from December 2008. The Secretary of State has been asked to take another $1
million reduction from the general fund. There is no general fund in the Archive's budget, but
any cut will affect the State Library and Elections.

. The State Records Manager reported that the Electronic Records Management Consultant

position has been filled by Leslie Koziara.
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V.

4. There will be a Records Management Seminar on February 26 at the Department of Labor &
Industries. Training has also been set up in other parts of the state.

5. The State Records Manager reported on web statistics for the Secretary of State. In the month
of January, there were 19,000 hits to the Local Government CORE records retention schedule.
This is the most viewed item on the Secretary of State’'s web site. There are currently 369
members subscribed to the State government Listserv. There are 909 members subscribed to
the Local government Listserv.

6. The University of Washington inquired as to how long the wait was for approval of their
submitted DAD (Destruction Authorization for Digitization). The State Records Manager was
hopeful it would be within the next 90 days.

B. Update on Requests to Discontinue Records Series: Russell Wood provided the following
statistics for the month of January. There were 43 submitted, 110 signed, leaving a remaining
balance of 295.

OLD BUSINESS
A. 1. Tabled item from January 6, 2010 meeting
Department Of Revenue Office 330 (Special Programs/Unclaimed Property) dated August 11,

2009
Action: Agency requested to table the submitted records series in order fo work on more: Motion to

table Handfield, seconded by Fried]
Resolution: Motion carried.

A. 2. Tabled item from January 8, 2010 meeting
University of Washington Office 15/01/02 (Registrar’s Office: Data Services) dated December 8,

2009
Action: Agency requested to withdraw record series at this time for further work.

Resolution: Motion carried.

A. 3. Tabled item from January 6, 2010 meeting
Washington State University Office WSU GS #02 (Research and Sponsored Project Records)

dated November 18, 2009
Action: Motion to approved: Ryser, seconded by Friedl
Resolution: Motion carried.

A. 4 Tabled item from January 6, 2010 meeting
Department of Labor & Industries Office 530 (Insurance Services Division — Employer Services)

dated November 12, 2009
Action: Motion to approve: Ryser, seconded by Fried|
Resolution: Motion carried.

A. 4a Tabled item from January 6, 2010 meeting

. Department of Labor & Industries — Role of Committee Members

Action: The Department of Labor & Industries wanted to bring the Roles of the Committee members up
to see if it was still applicable and if it would be posted to the Secretary of State’s web site.
Resolution: Motion carried.

NEW BUSINESS
A. State Agency Unique Records Retention Schedules/Action Items for Committee

Review/Approval

1. Department of Health
Records Retention Schedule for 310 — Risk Management, dated July 4, 2009
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VIl

Action: Motion to table for further clarification: Handfield, seconded by Ryser.
Resolution: Motion carried.

2. Washington State Liquor Control Board
Records Retention Schedule for Office 410 - Purchasing, dated January 8, 2010
Action: Motion to approve: Handfield, seconded by Ryser
Resolution: Motion carried.

3. Department of Labor & Industries
Records Retention Schedule for Office 530 ~ Employer Services, dated December 22, 2009
Action: Motion to approve: Handfieid, seconded by Ryser
Resolution: Motion carried.

4. University of Washington
Records Retention Schedule for Office — Any Office, dated December 28, 2009
Action: Motion to approve: Ryser, seconded by Fried|
Resolution: Motion carried.

Records Retention Schedule for 08/11/06 — Commuter Services: Operations, dated December
28. 2009

Action: Motion to approve: Fried!, seconded by Handfield

Resolution: Motion carried.

Records Retention Schedule for Office 08/12/03 — Property and Transport Services: UW
Shuttle, dated December 29, 2009

Action: Motion to approve: Fried|, seconded by Handfield

Resolution: Motion carried.

OTHER BUSINESS

A. The State Archivist has met with the Department of Fish & Wildlife's director as well as the records
officer, who is also the Legislative Liaison. The State Archives received a request if they had a
picture of a woman in uniform, who was the first female game officer from the 1960's.

B. A few weeks ago, the Secretary of State opened an exhibit of “First Women in Government” in the
Secretary of State’s Office.

C. The State Archivist and the State Records Manager reminded agencies to be aware of their
agencies history to assist in identifying possible archival records.

D. The State Archivist reported there was a security breach of the servers at the Eastern Washington
Campus, which they think goes back a year. The issue was someone had tapped into a server to
download pirated movies. Letters to 27,000 to those whose names were on the server, have been
sent out reporting on the security breach of confidential information. The State Archivist confirmed
the breach did not impact the Digital Archives but EWU's President and State Archives have
implemented improved communication measures.

NEXT MEETING
When: March 3, 2010 - 1:30pm
Where: Archives Conference Room, Archives and Records Building, Olympia

ADJOURNMENT
Action: Motion to adjourn: Handfield, seconded by Fried|
Resolution: Meeting adjourned 2:22 p.m.

Jof4
State Records Commitiee Meeting
February 3, 2010



CERTIFICATION OF MINUTES OF THE STATE RECORDS COMMITTEE MEETING:

I, Steve Ryser, Chair of the State Records Committee, certify that the above is a true and correct transcript of

the minutes of a public meeting of the State Records Committee of the Secretary of State, Archives and
“scords Management Division, held in the State Archives Building conference room on February 3, 2010 and
.at the public meeting was duly called and held in all respects in accordance with the laws of the State of

Washington and that a quorum was present.

Chair Signature Date

4 0f4
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Mallery, Michele

From: Christiansen Hempstead, Sherree (DOR) [SherreeCH@DOR.WA.GOV]
ent: Tuesday, January 26, 2010 3:06 PM
NN Wilson, Patti (DOR}; Mallery, Michele
Ce: Christiansen Hempstead, Sherree (DOR); Hendrickson, Karin (DOR)
Subject: RE: New Record Series: Unclaimed Property Holder Report - Elestronic Records

Patti: | will pass along the information to Michellz at S0S to table the sesies until the March meeting instead. (Possibly
the audit by the SAO will be completed by then.)

Michele: This record series will remain in tabled status, until the SAO audit has been completed.

Thanks -
Sherree

From: Wilson, Patti (DOR)

Sent: Tuesday, January 26, 2010 2:55 PM
To: Christiansen Hempstead, Sherree (DOR)
Subject: RE: New Record Series: Unclaimed Property Holder Report - Electronic Records

Based on SAQO comments they don't want this done until Audit is complete (which it isn't complete}.

Patti Wifson
Operaltions Manager
Unclaimed Property Section

From: Christiansen Hempstead, Sherree (DOR)

Sent: Tue 01/26/2010 2:52 PM

To: Wilson, Patti (DOR)

Cc: 'Mallery, Michele'; Hendrickson, Karin (DOR); Christiansen Hempstead, Sherree (DOR)
Subject: RE: New Record Series: Unclaimed Property Holder Report - Electronic Records

Hi Patti:
Please let me know the status on the record series listed above ASAP.

The retention schedule has been tabled until the February 3™ State Records Committee Meeting, which is next
Wednesday. Please advise.

Thanks much -
Sherree

From: Christiansen Hempstead, Sherree {DOR)

Sent: Tuesday, January 19, 2010 3:12 PM

To: Wilson, Patti (DOR)

Cc: 'Mallery, Michele’; Christiansen Hempstead, Sherree (DOR); Hendrickson, Karin (DOR)
Subject: RE: New Record Series: Unclaimed Property Holder Report - Electronic Records
"mpottance: High

Hi Patti:




Please read the attached definitions for both OFM and OPR, with respect to “Unclaimed Property Holder
Report - Electronic” to determine which classification and retention fits best for these records. Please let me
1ow which route UCP decides to pursue, as soon as passible.

OFM (Office Files and Memoranda)

A public records classification established by RCW 40.14.010(1} for records that have purely administrative value
and do not come within the classification of official public record (OFPR). OFM includes correspondence, exhibits,
drawings, maps, completed forms, or documents not classified as OPR, duplicate copies of official public records,
documents and reports made for the internal administration of the office not required by law to be filed or kept with
such agency; and other documents or records as determined by the records committee.

OPR (Official Pubiic Record)

A public records classification established by RCW 40.14.010(1) for records which have significant legal or fiscal
value and require a minimum retention of 6 years unless an agency establishes justification that a 6-year retention is
unnecessary and uneconomical. OPR's include all original vouchers, receipts, and other documents necessary to
isolate and prove the validity of every transaction relating to the receipt, use, and disposition of all public property and
public income from all sources whatsoever; all agreements and contracts to which the state of Washington or any
agency is a party; all fidelity, surety, and performance bonds; all claims filed against the state or any agency; all
records or documents required by law to be filed with or kept by any agency; all legislative records; and all other
records determined by the records committee to be official public records.

Thanks —
From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Tuesday, January 19, 2010 2:32 PM
To: Christiansen Hempstead, Sherree (DOR)
.c: Wilson, Patti (DOR)
Subject: RE: New Record Series: Unclaimed Property Holder Report - Electronic Records

Sherree,
Are you talking about OPR/OFM? In the back of the State GS, there is a glossary that has OPR/OFM

definitions, as well as Fiscal Value. Let me know if that is what you are looking for?

Rest %ﬂ&wﬁy
Michelz Ma/fé::y

State Government Records Mm@/emem‘ \S’pecfaf)}'f

Washington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address} Michele Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the

following link:
hitp:/ /fwww.sos.wa.gov/archives/RecordshManagement/JoinRecordsManasementAgencyNotificationLists.aspx

earn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes




From: Christiansen Hempstead, Sherree (DOR) [mailto:SherreeCH@DOR.WA.GOV]
‘ent: Tuesday, January 19, 2010 2:26 PM

. 0: Mallery, Michele

Cc: Wilson, Patti {DOR); Christiansen Hempstead, Sherree (DOR)

Subject: New Record Series: Unclaimed Property Holder Report - Electronic Records
Importance: High

Hi Michele:
Per your previous message, internal stakeholders and | are still working on a response for you.

What is the definition and where is it found for “Financial Records” in terms of description and applicable 6-year
retention?

Thanks —
Sherree

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Tuesday, January 12, 2010 2:18 PM

To: Christiansen Hempstead, Sherree (DOR)

Subject: RE:

Sherree,

Earlier today | spoke with the Auditor who is working on DOR’s audit. He said that the records series
was tied to financials (which would have a 6 year retention), and wondered if there was a Siate
seneral Records Retention Schedule that would cover this? | explained to him, that by reading the
description, | would have no idea if these were tied to financials. | also explained that DOR is agency
specific when dealing with financials, so there may not be a GS this would fall under.

As per our telephone discussion in regards to the tabled records retention schedule "Unclaimed
Property Holder Report — Electronic”, | am going to need the following clarification:

If this is fact tied to financials, would you please clarify the description. Also, if tied to financials,
change OFM to OPR and change retention from 12/0/1 to 6 years (however you need the breakdown
to be, 12/60/6 or 72/0/8, etc).

Please let me know as quickly as possible so we can try and resolve this issue prior to the auditors
final report. Hopefully, if we have it in writing and it's clarified, there wilt not be a finding... no
guarantees though!

Rest Rﬁﬂam@,
Michele 'Maﬂér:y
State Government Records ?qugemenf é’pecm fist

Washington State Archives

Office of the Secretary of State

1129 Washtngton Street SE; MS: 40238
Olympia, WA 98504

Please nate new email address} Michele Mallery@sos.wa gov
Phone: 360-586-4901
Fax: 360-586-0368




To receive updates on records management advice, records retention schedules and training, click on the
following link:
hitp: //www.sos.wa.gov/archives/RecordsManagement/JoinRecordsManagementAgencyNotification Lists.aspx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes .

From: Christiansen Hempstead, Sherree (DOR) [mailto:SherreeCH@DOR. WA.GOV]
Sent: Wednesday, December 23, 2009 12:11 PM

To: Mallery, Michele

Subject: RE:

From: Mallery, Michele [mailto:michele.mallery@sos.wa.gov]
Sent: Wednesday, December 23, 2009 12:09 PM

To: Christiansen Hempstead, Sherree (DOR)

Subject: RE:

That's fine, but when you print it ouf, it's not full page. No worries, I'll send out as is, as long as we
have the original for the committee to sign, we'll be alright!
Thanks again and Merry Christmasl!

Rest %ﬂamﬁ;
Hichele Maﬂég

Stats Government Records Wn@emenf \S’Flecmﬁ}'f

Washington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele Mallery@sos.wa.gov
Phone: 860-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the
following link:
http:/ fwwiv.sos.wa.gov/archives/RecordsManagement/JoinRecaordsManagementAcencyNotificationLists.aspx

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes

From: Christiansen Hempstead, Sherree (DOR) [mailto:SherreeCH@DOR.WA.GOV]
Sent: Wednesday, December 23, 2009 11:55 AM

To: Mallery, Michele

Subject: Fw:

Let me know ASAP, if this will work for you and | will send you the corrected schedule in campus.



From: Jackson, Lisa (DOR)

Sent: Wednesday, December 23, 2009 11:54 AM
To: Christiansen Hempstead, Sherree (DOR)
Subject:

Liset fackson
Tapntyer Services
5300/ 7056751



Christiansen Hempstead, Sherree (DOR)

From: Mallery, Michele [micheie mallery@sos.wa.gov]
jent: Friday, December 18, 2009 11:25 AM

To: Christiansen Hempstead, Sherree (DOR)
Subject: Office 330

Sherree,

I'm writing to you on behalf of the State Archiivist. He has reviewed the submitted schedule for the
“Electronic Holder Report Files”. He is:recommending the title'is thatiged to “Unglaimeéd Property :
Holder Report = Electronic?, as well as changing any other records series 98-MM-58587 to “
Unclaimed Property Holder Report Files 1996 and Forward — Imaged”, as well as any other series

you may have.
If you have questions or concerns, please feel free to contact me.

Reasf %ﬂmw[s’,

Nichelo Ma/fér_‘y
State Government Records Man@emm{ Specfa/ﬁf

Washington State Archives

Office of the Secretary of State

1120 Washington Street SE; MS: 40238
Olympia, WA 98504

Michele Mallery@sos.wa.gov [New email address]

dhone: 360-586-4901
Fax: 360-586-0368

Join our List Serve lo receive aiﬁ/afeaf information

Lzarn mors about the Wmﬁirgfan Stats Archives

. A - A
Review the Stals Records Cormitts Minutes

Raview the Local Revoreds Committee Winuftes




Mallery, Michele

From: Christiansen Hempstead, Sherree (DOR) [SherreeCH@DOR.WA.GOV]

Jent: Thursday, August 20, 2009 11:30 AM

fo: Mailery, Michele

Cc: Christiansen Hempstead, Sherree (DOR)

Subject: FW: Initial Review - Office 140-330 DRAFT Naw, Revised to Include Additional EIS Record

Series Approval, and Discontinued Series

Hi Michele:

Pleass let me know the status of the pravious request, as soon as possible.
p

Thanks -
Sherree

From Chr|st|ansen Hempstead Sherree (DOR)

Sent: Thursday, August 13, 2009 9:25 AM

To: 'Mallery, Michele'

Cc: Wilson, Patti (DOR); Hansen, Lynnea {DOR)

Subject: RE: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and
Discontinued Series

Thanks Michele!

'=rom Mallery, Mrchele [mailto: mmal[ery@secstate wa.gov]
jent: Thursday, August 13, 2009 9:23 AM

To: Christiansen Hempstead, Sherree (DOR)

Cc: Wilson, Patti (DOR); Hansen, Lynnea (DQR)

Subject: RE: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and

Discontinued Series

I have forwarded to Russell and awaiting his response. | will let you know as soon as | know
something!

Best R@am@,
Michele Maﬁéry

State Government Records ?\/‘(ﬂnaﬂememf 5@301’5;@%

Washington State Archives
Office of the Secretary of State
1129 Washington Street SE
Olympia, WA 98504

MS: 40238

Phone: 360-586-4901

Fax: 360-586-0368
Mmallery@secstare wagov

poin our List Serve to receive updated information




Learn more about the Washington State Archives
Review the S5tate Records Committe Minutes
Review the Local Records Committee Minutes

From: Christiansen Hempstead, Sherree (DOR) [mailto:SherreeCH@COR.WA.GOV]

Sent: Thursday, August 13, 2009 9:19 AM

To: Mallery, Michele

Cc: Wilson, Patti (DOR), Hansen, Lynnea (DOR); Christiansen Hempstead, Sherree (DOR)

Subject: FW: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and
Discontinued Series

Importance: High

Dees this heip answer Russell's concerns regarding the new series? {f we need to revise it in any way, please advise

Thanks -
Sherree

From: Wilson, Patti {DOR)
Sent: Thursday, August 13, 2009 9:06 AM

To: Christiansen Hempstead, Sherree (DOR)

Cc: Hansen, Lynnea (DOR); ‘Mallery, Michele’; Wilson, Patti (DOR)

Subject: RE: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and
Discontinued Series

The difference is one is paper form which we image and the other are diskeites, CDs or web based files. Some Holders
3end the electronic and paper, just the electronic or just the paper. When we get an electronic report we use that to
Ipload the information to our database. If the Holder sends only paper we manually key the information into our
datahase. The reason we don't need to electronic madia fo be retained is that once we foad the file into the database the
original file is no longer needed as any changes we make to the file are recorded in our mainframe. The paper is kept for
12 years because it was manually keyed and it is the only record we have as to how the Holder reported the property.

Patti Wilson

Operations Manager
Unclaimed Property Section
{360) 570-32b6

From: Christiansen Hempstead, Sherree (DOR)

Sent: Wednesday, August 12, 2009 11:05 AM

To! Wilson, Patti (DOR)

Cc: Hansen, Lynnea (DOR}); 'Mallery, Michele'; Christiansen Hempstead, Sherree (DOR)

Subject: RE: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and
Discontinued Series

Impottance: High

Hi Patti

Per your e-mail to me, a holder report is what businesses send our office o report their unclaimed property. If UCP
{Unclaimed Propeity) were a fax it would be a tax return just with a lot of information.

~lease clarify for Micheie the difference between tha following two serias. 1 think because they are both Halder Regort
Files there is confusion as to the differance batween the two. We realize it is abvious that the ane differance is that 98-

2



MM-58587 is imaged and the new series is uploaded into a database, therefore the designation, Cut-offs,
retention/processing of the record are much different. Please elaborate, as soon as possible

tem Description OPR/IOFM Cut-Off Active Inactive Total Yrs
DAN - Remarks

{ Title: ELECTRONIC HOLDER REFPORT FILES !
1 Description: Holder reports fited vig compact

disc, floppy disc, or via the internet, Date

i ! containing unclaimed property owner details OFM Raceived 12 0 I Essential
§ used to upload information to database.
‘ Ravision No. / Statement:
Revised Series:
ltem Description COPRIOFM Cut-Off Active [nactive Total Yrs

_DAN . Remarks

Title: HOLDER REPORT FILES 1936 AND
FORWARD-IMAGED

Description: Report forms and correspandence
received from known businesses regarding the
reporting of Unclaimed Property including
amounts and account information.

Revision No. / Statement: REV 3: Changed
title from: Hoilder Report Fifes 1996 and
Forward-Optical Disk; changed description
from: Source documents for verification and ;
Checklist and Holder report (Forms 80-0004 When gﬁg”jgﬁg‘sd'mage‘i
3 | and 80-0008} for reporting owner of OR Imaged & 144 0 12 98-MM-58587 a5 ”012"-‘ . per
Unclaimed Property amounts and accaunt Verified o
information. These files will be migrated into Essential

new systems, as technology changes. RAW
53.29 gives citizens right to claim
indefinitely; moved from description to
remarks section: Disposal of paper after
source documents are imaged and verified
and added GS 11012 reference and
Essential; increased retention from:
120/0/10, to be consistent with DAN 99-MM-
| 53180, The Audit.

Disposal of paper
after source

Thanks -
Sherree

From: Mallery, Michele [mailto:mmallery@secstate.wa.gov]

Sent: Tuesday, August 11, 2009 4:25 PM

To: Christiansen Hempstead, Sherree (DOR)

Cc: Hansen, Lynnea (DOR); Wilson, Patti (DOR)

Subject: RE: Initial Review - Office 140-330 DRAFT New, Ravised to Include Additicnal EIS Record Seties Approval, and
Discontinued Series

Sherree,

Per our phone conversation, would you please clarify the difference between the request for a new
DAN compared to DAN 98-MM-58587. | showed this to Russell and we are both confused on what
this records series is. What is a holder report?

Look forward to hearing back from you!

Rest Reﬂamﬁ',



WMichele Maﬂéry

Stats Government Records ?ﬂ/famﬂemenf \S”pecfa[f}'f

Washington State Archives
Office of the Secretary of State
1129 Washington Street SE
Olympia, WA 98504

MS: 40238

Phone: 360-586-4901

Fax: 360-586-0368
Mmallery@secstate.wa,gov

Join our List Serve to receive updated information

Learn more about the Washington State Archives
Review the State Records Committe Minutes
Review the Local Records Committee Minutes

From: Christiansen Hempstead, Sherree (DOR) [mailto:SherreeCH@DOR.WA.GOV]

Sent: Tuesday, August 11, 2009 9:36 AM

To: Mallery, Michele

Cc: Christiansen Hempstead, Sherree (DOR); Hansen, Lynnea (DOR); Wilson, Patti {DOR)

Subject: Initial Review - Office 140-330 DRAFT New, Revised to Include Additional EIS Record Series Approval, and
Discontinued Seties

-Importance: High

!

Good Morning Michele:

Please perform your initial review of the following DRAFT schedules for Office 140-330 Special Programs/Unclaimed
Property.

t am sending you the Word document for the New schedule, so you can add the new DAN.

Note (per the last page of the Revised schedules) we are also requesting that both 96-02-56424 UCP Audit Files, and
96-02-56421, Unclaimed Property Misc. Correspondence be added/approved as additional record series to the
Agency's EIS. The Request for Approval of Additional Records Series for Agency Electronic Imaging Systems document
is also attached. '

Please let me know your comments, as soon as possible.

<<140-330 DRAFT New doc>> <<140-330 DRAFT Revised.pdf>> <<08112009_085257 pdf>> <<140-330 DRAFT
Discontinued Schedules pdf>>

Thanks -

Sterree (. Hempstead

Forms & Records Manager, Taxpayer Services
Washington State Department of Revenue
(360) 703-6630

Working together ro fund Washington's future
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Mallery, Michele

From: McAlpin, Sid (DOH) [Sid.McAlpin@DOH.WA.GOV]
nt; Thursday, February 11, 2010 9.55 AM
10 Mallery, Michele
Subject: 303-310 Application for Invrestigatorfinspector Credentials and Electronic Copy of Credentials
Attachments: AR-002LOCKED3101.doc

This is in response to Committee questions regarding Office 310 Risk Management record series
“Application for Investigators/ Inspectors Credentials and Electronic Copy of Credentials

Question: Is the information on the application form and not on the credential?
Answer: The information is on both.

Question: Is the information kept in the personnel file?

Answer: No. Itis kept in Risk Management only.

Question: What information is contained in this?

Answer: Employee name, Date of Birth, Height, weight, hair/eye color, division employee works in,
Credential number, Issued by, date issued, signature of applicant, date and disposition of returned
credential.

‘westion: Should the cut-off be “Renewal of Credential?
Answer: Office thinks “Expiration of Credential” appropriate as credential may not be renewed.

<<AR-002LOCKED3101.doc>>
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Mallery, Michele

Srom: Wood, Russell
ent: Monday, February 22, 2010 12:20 PM
To: 'STATEGOVTRECORDSUPDATES@LISTSERV.WA.GOV'
Cc: Mallery, Michele; Hastings, Dave
Subject: Proposed Minor Amendments to Construction Documentation Series in State Government
General Records Retention Schedule
Attachments: : Proposed GS 21011-1 Consiruction Doc.docx; Proposed GS 21010-1 Construction Doc.docx

Washington State Archives is proposing two minor amendments to the State Government General Records Retention
Schedule records series which relate to construction documentation for consideration at the next State Records
Committee on March 3, 2010.

The following record series:

Construction Documentation, General Administration Capital Projects (DAN GS 21010)
Construction Documentation, Non-General Administration Capital Projects (DAN GS 21011)

Both include a note “This series does not apply to schematics, drawings, diagrams or specifications.”
This note has caused confusion as it lists items which are also included in the description of the records series.

Washington State Archives is proposing that this note be removed as these types of records are covered by these two
records series.

ttached are copies of the existing records series and the proposed change.

If anyone has any guestions or concerns regarding these changes, please contact either myself or Michele Mallery on
(360) 586-4901.

Kind regards,
Russell

Russell Wood

State Records Manager
Washington State Archives
Office of the Secretary of State
Phone: (360) 586-4900

Fax: (360} 586-0368

Email: russell.wood @sos.wa.gov

To receive updates on records management advice, records retention schedules and training, click on the following
link: http://www.sos.wa.gov/archives/RecordsManagement/JoinRecordsManagementAgencyNotificationLists.aspx
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STATE GF WASHINGION

DEPARTMENT OF LABOR AND INDUSTRIFS

February 8, 2010

TO: State Records Committee (SRC) Members
Archival Review Committee Members (ARC)
Russell Wood, State Records Management Office (RMO)

Michele Mallery, RMO <
/ P

FROM: Lysa Homan Walker, Department of Labor & Industries (Lq&})x%l—*f;}/
Z -
A
SUBJECT: REVISED RECORDS SERIES FOR THE MARCH SRC MEETFING FROM ;
THERAFY SERVICES SECTION OF L&l .

Dear SRC, ARC Members, Russell and Michele:

Attached is the revised records series for the Therapy Services section of the Return to Work
program in Claims Administration. The revised series titled Therapy Services — Non-Claim
Ergonornic Consultations, is to be included on the March SRC agenda.

The agency’s therapists receive referrals to provide ergonomic consultations for individuals who
are having discomfort at work. These referrals are initiated by the worker's employer or
healthcare provider. The therapist may aiso be involved in identifying risk factors to prevent
discomfort and injuries from occurring on a more global review at a worksite as well.

As always, if you have any questions prior to the meeting, please do not hesitate to contact me
at 360-902-5777 or wlys235@ Lni.wa.qgov. Thank you for your time and consideration.

Enclosure

Kl
i
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Mallery, Michele

From: Brombacher, Miliie A. (DSHS ASD) [BrombMA@dshs.wa.gov]
lent: Friday. January 29, 2010 11:39 AM

fo: Mallery, Michele

Subject: RE: New for March docket

Attachments: CSTC NEW.doc

[ answered your questions below and am attaching the newly revised series for your
peruse and approval. Thank you for all your help. Let me know when I can send the
originals. Millie

Millie Brombacher

DSHS Racords Officer

F3rms and Rec@rds Management Services
Mail Skop: 45805

& (360) 664-6048

Fax: (360) 664-6186

Please visit our Intranet website at:
http://asd.dshs.wa.gov/FRMS/index.htm

and cur Internet website at;

htip://www. dshs.wa.gov/msa/forms/eforms.html

From: Mallery, Michele fmaijlto:michele.mallery@sos.wa.gov]
Sent: Friday, January 29, 2010 10:35 AM

To: Brombacher, Millie A. {(DSHS ASD)

Jubject: RE: New for March docket

Millie,

I am writing to you on behalf of the Washington State Archivist and would like to thank you for
submitting the records retention schedules for the Department of Social and Health Services Office
765 — Child Study & Treatment Center dated January 29, 2010 which was received by the Records
Management Office on January 29, 2010.

I have reviewed the submitted schedule for Office 765 — Child Study & Treatment Center and request
the following corrections:

Are these really under DSHS and not OSSPl or DOH? These are DSHS records which reference
practices/procedures for this particular DSHS institution to support federal and OPSI requirements.
# 2 — Documentation is spelled wrong in title Not anymore. . . thank youl

# 4 — Does OPS| have primary copy? DSHS has the primary copies in all of the proposed new
series. OPSI gets copies.

# 5 - Please elaborate on why checks are done, may include but not limited to.... | did, please see
attached.

# 6 - Please elaborate on what is included.. may include, but not limited to... Yeppers, please see
attached.

Please make the requestad corrections and re-submit an electronic copy for review.



In the meantime, if you have any questions on the status of this schedule, please don’t hesitate to
contact me by email or telephone (360) 586-4901.

Rest ?Qeﬂfwﬁ',
Michelz Ma/ﬁ’y
State Government Records W&fnaﬂemenf \S’ﬂ’ecfaﬁyf

Washington State Archives

Office of the Secretary of State

1129 Washington Street SE; MS: 40238
Olympia, WA 98504

[Please note new email address] Michele Mallery@sos.wa.gov
Phone: 360-586-4901
Fax: 360-586-0368

To receive updates on records management advice, records retention schedules and training, click on the

following link:
http://www,sos.wa.gov/archives/RecordsManagement/JoinRecordsManagementAgsencvNotification Lists.aspx

Learn more about the Washington State Archives
Review the State Records Committe Mingtes
Review the Local Records Committes Minutes

From: Brombacher, Millie A. (DSHS ASD) [mailto:BrombMA@dshs.wa.gov]
Sent: Friday, January 29, 2010 6:44 AM

‘o: Mallery, Michele
Subject: New for March docket

Good morning, Michele. Attached are new series for Office 765. I'm sending signed
originals to you via campus. Millie

<<CSTC NEW.doc>>

Millia Brombacher

DSHS Records Officer

FOrms and Rec©rds Management Services
Mail Stop: 45805

& (360) 664-6048

Fax: {(360) 664-6186

Please visit our [ntranat website al:
http://asd.dshs.wa.gov/FRMS/index. htm

and our Internet website at:
http://www.dshs.wa.gov/msa/forms/eforms. html
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WASHGTON STATE
VAALE — . . -
TV RSFTY
gf;;% LF\JI / LP:)IT 4 Difica of Procadiess, Recards, and Farms

MEMORANDUM

DATE: January 25, 2010
TO: State Records Committee
FROM: Ralph Jenks

SUBJECT:  Request for Records Retention Schedule and Disposition Authority Number
for Psychology Clinic (Office #2250)

Please find enclosed a Request for Records Retention Schedule and Disposition Authority .
Number for your review and approval. The previous request for records retention schedule :
changes for this office was approved on August 23, 2006. |

We have made changes in the following Records Series Titles:

+ Client Financial and Administrative Records
* Invoice for Treatment

This office is requesting a change to the cutoff for both records series (from fiscal year to
calendar year) for office recordkeeping purposes. The office is also requesting an increase in
the retention for both series from 2 years to 6 years, based upon request by the Washington
Department of Social and Health Services (DSHS). Refer to the request document for
further information.

Other Records Series Titles (if any) do not reflect changes or are covered by General Schedule
disposition authority numbers.

Thank you for your attention to this matter.

enclosure(s)
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MEMORANDUM

DATE: February [, 2010
TO: State Records Committae

FROM: Ralph Jenks %_;__\

SUBJECT: RESUBMITTAL—Request for Records Retention Schedule and Disposition
Authority Number for Facilities Operations {Office #2770)

Per request by State Records Management, please find enclosed a resubmitted Request for
Records Retention Schedule and Disposition Authority Number for your review and approval.
The previous request for records retention schedule changes for this office was approved on
February 28, 2007. (This resubmittal includes a new DAN, as indicated. However, we are
including the original submittal date of September 3, 2009 to this request.)

We are requesting the addition of the following Records Series Title:
+ Facilities Operations Maintenance and Operations Reference Drawings and Files
NOTE: Retention of this records series was scheduled under state GS 21003 (with a cutoff
and retention of until superseded plus 3 years). However, WSU is requesting a unique DAN
and retention period for these records. Our requested length of retention is based upon need
for retention of these records to ensure life safety for occupants, as requested by WSU
Facilities Operations, office #2770.

Thank you for your attention to this matter.

enclosure(s)
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Mallery, Michele

From: Ralph Jenks [jenks@wsu.edu]

Sent: Monday, February 01, 2010 2:05 PM

To: Wood, Russell

Cc: Mallery, Michele; Deborah Bartlett

Subject; FW: WSU Office 2770 - Facilities Operations
Attachments: Fac Ops to SRC.pdf; GSFinal_v3_2008-page114.pdf
Russeil,

It has been a month or so, but we need to get a resolution on this issue. Refer to the thread below.

We've taken a look at state GS 21011 (see attached) and don't think it's going to work for the records series in
question. Please note that per the Dec. 2008 revision to the state General Schedules (as currently posted on
your website), there's a note to the description of GS 21011 which states:

"Note: This series does not apply to schematics, drawings, diagrams, or specifications."

Drawings, diagrams, and schematics are exactly the types of records which we've been discussing and are
exactly what's covered in GS 21003. However, as we've noted previously, the cutoff and retention for GS
21003 of "when superseded plus 3 vears" is not acceptable to our Facilities Operations department for the
retention of these records.

%0, in accordance with the notation on your own schedule, we are not able to use DAN GS 21011 to cover the
‘etention of Facilities Operations Maintenance and Operations Reference Drawings and Files.

We would again like to request a unique DAN to cover our requested cutoff and retention of "life of facility
plus 2 years" for these records.

Thank yau for yaur attention to this matter.

Ralph fenks

Director, Office of Procedures, Records, and Forms
Washington State University

PO Box 641225

Pullman, WA 99164-1225

509-335-2004

FAX 509-335-3969

On 12/8/09 10:19 AM, "Wood, Russall” <russell. wood@sos.wa.gov> wrote:
Deb,

just waniad o confirm our tzlephone conversation this morping concerning your proposed records serias covering
facility operations drawings and files.



Based on cur conversation concerning these records, you may wish to consider using the records serias “Construction
Bocumentation, Non-General Administration Capital Projecis” DAN GS 21011 which includes “additions/remodels to
xisting facilities”.

After you nave discussed this issue further with Raiph Jenks when he returns from leave, please et either Michele
Mailery or myself know how you would like to proceed with this request.

If | can be of any further assistance, please let me know.

Kind regards,
Russell

Russell Wood

State Records Manager

\Washington State Archives

Office of the Secretary of State

Phone: {360) 586-4900

Fax: {360) 586-0368

Email: russell. wood@sos.wa.gov <mailtorwood@secstate.wa.gav>

To receive updates on records management advice, records retention schedules and training, click on the following
link: http://www.sos.wa.eov/archives/RecardsManagement/JoinRecordsManagementAgencyMotificationbists.aspx

“rom: Deborah Bartlett [maitto.dbarti@wst.edu]
sent: Friday, December 04, 2009 9:01 AM

To: Wood, Russell

Cc: Ralph Jenks; Koester, Irene

Subjact: FW: WSU Office 2770 - Facilities Operations

Russel,

As per our phone conversation on Wednesday, I'm forwarding the e-mail message we received from Michele back in
September notifying us that our request for a new records series for our office #2770, Facilities Operations, was refused.
As you can see, we were told that you falks would be revising the state GS series in the near future -- the implication
being that the state revision would more closely match the cutoff and retention period we are requesting for this series.

Since we haven't heard back from you in a while, we're wondering if {as the SRC has done in the past}, our new series
could be apoproved asap. Then you folks could ravise the state GS saries as you're able to get to it and we could move
this item off of our "to do" list.

For your convenience, I'm also attaching a PDF copy of our request for office #2770.
Thanks for your help --

Deh Bartlett

Washington State University

Procedures, Records, and Forms
35-2005




------ Forwarded Message

From: Michele Mallery <Mmallery@secstate.wa.gov>
Date: Mon, 21 Sep 2009 14:31:31 -0700

T'o: Ralph Jenks <jenks@wsu.edu>

Cc: Deborah Bartlett <dbartl@wsu.edu>

Subject: Office 2770 - Facilities Operations

Ralph,

I'm writing to you on behalf of the State Archivist, Jerry Handfield. He has reviewad the submitted
schedule for Office 2770 - Facilities Operations, “Facilities Operations Maintenance and Operations
Reference Drawings and Files” and has determined the submitted series continue {o use the State
General Records Retention Schedule GS 21003, as the State General Records Retention Schedule
will be updated in the near future to include facilities and update the cut-off. The schedule will not go
before the State Records Committee on October 7th.

If you have questions or concemns, please do not hesitate to contact me.

Best Regards,
Michele Mallery

State Government Records Management Specialist
Washington State Archives

Office of the Secretary of State

1129 Washington Street SE

Hympia, WA 98504

MS: 40238

Phone: 360-586-4901

Fax: 360-586-0368

Mmallery@secstate wa.gov <maiito:Mmallery@secstate.wa.govs

loin our List Serve to receive updated information
<http://www.secstate.wa.gov/archives/RecordsManagement/>

Learn more about the Washington State Archives

Review the State Records Committe Minutes

<http://www.secstate. wa.qgov/archives/RecordsManagement/StateRecordsCommittee .aspx>
Review the Local Records Committee Minutes

<http://www secstate.wa.gqov/archives/lrc _calendar agendas minutes.aspx>

------ End of Forwarded Message

------ End of Forwarded Message



Wood, Russell

From: Deborah Bartiett [dbartl@wsu.edu]

Sant: Friday, December 04, 2008 9:01 AM

To: Wood, Russell

Ce: Ralph Jenks; Koester, Irene

Subject: FW: W3U Office 2770 - Facilities Operations
Attachments: Fac Ops to SRC.pdi

Russell,

As per our phone conversation on Wednesday, I'm forwarding the e-mail message we received from Michele back in
September notifying us that our request for a new records series for our office #2770, Facilities O perations, was refused.
As you can see, we were told that you folks would be revising the state GS series in the near future -- the implication
heing that the state revision would more closely match the cutoff and retention period we are requesting for this series.

Since we haven't heard back from you in a while, we're wondering if {as the SRC has done in the past), our new series
could be approved asap. Then yeou folks could revise the state GS series as you're able to get to it and we could move
this item off of our "to do" list.

For your convenience, I'm also attaching a PDF copy of our request for office #2770.
Thanks for your help --

Deb Bartlett

Washington State University

Procedures, Records, and Forms
335-2005

------ Forwarded Message

From: Michele Mallery <Mmallery@secstate. wa.gov>
Date: Mon, 21 Sep 2009 14:31:31 -07C0

To: Ralph lenks <jenks@wsu.edu>

Cc: Deborah Bartlett <dbartl@wsu.edu>

Subject: Office 2770 - Facilities Operations

Ralph,

I'm writing to you on behalf of the State Archivist, Jerry Handfield He has reviewed the submitted
schedule for Office 2770 — Facilities Operations, "Facilities Operations Maintenance and Operations
Reference Drawings and Files” and has determined the submitted series continue to use the State
General Recerds Retention Schedule GS 21003, as the State General Records Retention Schedule
will be updated in the near future to include facilities and update the cut-off. The schedule will not go
before the State Records Committee on October 7th.

If you have questions or concerns, please do not hesitate to contact me.

Best Regards,
Michele Mallery



State Government Records Management Specialist
Washington State Archives

Office of the Secretary of State

1129 Washington Street SE

Olympia, WA 98504

MS: 40238

Phone: 360-586-4901

Fax: 360-586-0368

Mmallery@secs tare wa.gov<mailto:Mmallery@secstate . wa.govs>

Join our List Serve to receive updated information
<http://www.secstate.wa.gov/archives/RecordsManagement/>

Learn more about the Washington State Archives

Review the State Records Committe Minutes

<http://www secstate . wa.gov/archives/RecordsManagement/StateRecordsCommittee. aspx>
Review the Local Records Committee Minutes

<htip://www secstate wa.gov/archives/Irc_calendar_agendas_minutes.aspx>

------ End of Forwarded Message



Mallery, Michele

From: Debecrah Bartlett [dbaftl@wsu.edu]

3ent: Friday, September (4, 2009 1:16 PM

To: Maltery, Michele

Subject: Re: Schedule request for WSU office #2770

Sarry - I'm confused by your questions. The wording you're referring to in the first sentence in the description is the
same as the wording in GS 21003, with “"University copies" replacing "Agency copies.”

For reference, the wording in G5 21003 is: "Agency copies of architectural drawings, engineering plans and fixed
equipment manuals used for reference in building maintenance and operation.” We replaced "Agency" with
“University,"” kept this sentence, and then added some additional descriptive language to clarify why we are requesting a

separate DAN and retention period for these records as held by WSU.

This office (#2770, Facilities Operations) is holding this agency's, the University's, record copy of these records, as
indicated by the star [*] for official copy next to the title.

Is there a new way in which you'd like us to indicate primary copies, other than using the star?
I'm not clear on what corrections you're looking for -- please clarify,
Thanks -

Deb

)

On 9/4/09 8:15 AM, "Michele Mallery" <pMmallery@secstate.wa.gov> wrote:

Deb,

| am writing to you on behalf of the Washington State Archivist and would like to thank you for
submitting the records retention schedules for the Washington State University Office 2770 (Facilities
Operations) dated September 3, 2009 which was received by the Records Management Office on
September 4, 2009.

| have reviewed the submitted schedule for Office 2770 (Facilities Operations) and request the
following corrections:

Just a question: Who has the criginals if you have the copies? Are your copies considered primary?

Please make the requested corrections and re-submit an electronic copy for review.

In the meantime, if you have any questions on the status of this schedule, please don't hesitate to
contact me by email or telephone (360) 586-4901.

Best Regards,
Michele Mallery



State Government Records Management Specialist
Washington State Archives
Office of the Secretary of State
129 Washington Street SE
Olympia, WA 98504
MS: 40238
Phone: 360-586-4901
Fax: 360-586-0368
Mmallery@secstate wa.gov<mailto:Mmallery@secstate.wa.gov>

Join our List Serve to receive updated information
<http://www.secstate.wa.govfarchives/RecordsManagement/>

Learn more about the Washingtan State Archives

Review the State Records Committe Minutes

<http://www.secstate wa.qov/archives/RecordsManagement/StateRecordsCommittes.aspx>
Review the Local Records Committee Minutes

<htip://www.secstate wa.gov/archives/lrc_calendar agendas minutes.aspx>

From: Deborah Bartlett [mailto:dbartl@wsu.edu]
Seant: Thursday, September 03, 2009 4:01 PM
To: Mallery, Michele

Subject: Schedule request for WSU office #2770

wlichele,

I'm attaching a PDF draft of a request for new records series to be assigned to our office #2770, Facilities Operations, for
your review. It will need to go to the SRC forreview and approval. The last schedule for this office was approved on

February 28, 2007.

After you assign the DAN for this new series (and we make any additional corrections), I'Hl have Ralph sign and submit a
final copy.

Thanks for your help- --
Deb Bartlett

Washington State University
Procedures, Recards, and Forms

335-2005
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